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REGULATICON

SIGNAL CENTER ARCHIVES

CON'TENTS
CABLE REFERENCE FACILITIES----1  ATTACHMENT "A" - ARCHIVES
PROCEDURE FOR REQUESTING CABLE SERVICE FORM-------3
CABLE REFERENCE SERVICE------1 ATTACHMENT "B" - REFERRAL
LETTER--crsoemmmccemmme s 3

I, CABLE REFERENCE FACILITIES

a. The Office of Comraunications, through its Signal Center Archives, is
responsible for maintaining & complete file of Agency incoming and out-
going cables, .It provides a reference service for personnel wishing to
read, or to make copies or extracts of, incoming and outgeing cables,
provided such cables are mae than six months old,

b, It is expected that cable recipients will maintain their own coffice files of
éa'bl_ea for a period of at least six months,

b PH‘:’CED}JRE FOR RECQUESTING CABLE REFERENCE SERVICE
The foliowing procedure will be used in requesting cable reference
service from the Signal Certer Archives:

a, All reguests must be in writing, prepared on the "Archives Cable
Service" form {Attac‘n:mént "a!") or a fucsimile thereof. A supply of
t;his form: may be cbtained from Signal Center aArchives, Roomn 1015

"L Building.

b. Thu@pﬁfwea%PM&%@tzéozré*«ﬁﬁO.l?mmpiﬁ-eamali‘{msoo120039-2

”~,



TR N .

IR

e 1
- Approved For Release 26051041+ AIA-RDP78- 04718A00150012- 2EX1A

GO ’NUWI «.&T IOHS
1955

{1) Regarding the reguester:
{a} Name

(b}

Assignment {Office/Staff{/Division/Branch)
{¢} Location {building and room number)

{d} Telephone extension

; {2} Regarding the cable:

{a) If the cable is dated prior to 1 January 1946

}:_. IN or QUT Nurnber

3, Station WNumber

3. Date
4. Subject
5

dditi¢nal information which would help to identily the cable
{b} If the cable is dated after ! January 1946, at least the
1, IN or CUT Number

Z. Date

-

Additional infyrmation, if readily available, will citen materially
assist in locating the cable.

'¢. The request will be authenticated by the appropriate Deputy Director vy

Operating Official¥, or kis authorized representative, in order to identify

the requester and to indicate that he is properly autherized to read, or to
make a copv or extract of,

the cable in question, If it is desired that
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no copy or extract of the cable be made, this wiii be stated by the
authentizating official, |
{1} Samnple si gnatures of authenticating eofficials should be forwarded
to the Chief, Signal Center{Room 1202 L, Building}for use by the
Arclivist, Such lists should be maintained on a current basis and
corrections should be made prowmptly,
d. The authenticated request will be delivered to the Signal Center Lrchives
{Room 1015 L Duilding) where it will be left with the Archivist.

e. The Archivist will tdephone the requester when the cabie is available.

The procedure thereafter may vary as follows:
{1} Normal Distribution Cables
The requester will be permitted, on the authority of the original

request, to review such cables in Signal Center Archives. The

bignal Center has no facilities for preparing copies, but the re-

quester may make a copy if desired, provided the authorising

efficial has not expressly forbidden the making of copies and security

regulations permit suck action.

{2} Tcep Secret and Controlled Distribution Cables

(2} Within limitations of existing regulations, the Signal Center will
show Tz)p‘ Secret cables and cables of a lower classification vhich
have received controlled distribution, to the bearer of a properly

executed “Archives Cable Service' request,
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{b) Should existing regulations prohibit the further distribution of a

particular cable, the requester will be referred to the action

addressce {or Chief of the successor unit, if there has been zn

organizational change) for authority to read the cable, Such re-

ferral will be by means of a referral letter {see Attachment "B"},

addressed to the action addressee {or Chief of the successor unit}.

Such responsible authority, having received the referral letter,

may then dispose of the request in any one of the fcllowing ways

and the Signal Center will be guided accordingly:

1. Iﬁdicating approval'by‘ aifixing his signature to the referral letter
in the space provided

2, Showing regquester his own copy

3. Denying the request
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